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3. DEFINITIONS (continued) 

P) Identification Form. The 
standardized method by which concerns, commitments, and site improvements are 
documented, evaluated, reported to management, and issued to the responsible organization 
for action and eventual closure. 

4.1 Director 

Establishes ERPD organization responsible for ERPD commitment tracking. 

Assigns and resolves action item ownership disputes. 

4.2 Promam or O o e r a t i o n s b l e  Milnuf& 

Establishes a single point of contact within the respective area of responsibility for 
communication with the ERPD n S  Coordinator. 

Ensures that actions are completed, revised as necessary, statused, and closed. 

0 

4.3 
Ir? 
0 
6 
0 
1 

Provides the EFWD CTS Coordinator with action items identified during EQS inspections, 
surviellances, or other assessments. 

Verifies that corrective action responses related to quality action items generated by EQS 
are reviewed and approved prior to closure in PATS. 

r 
4.4 Services mSrW 

Establishes the ERPD CTS. 

4.5 Tr- (CTS) Coordinator 

Implements and maintains the ERPD CTS process, including reporting and statusing with 
managers. 
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5.1 Initiation of Action Items (continued) 

Program or Operations Manager or Designee 
[8] Accept or decline ownership of action assignment by validating the Action Item 

Form. 

[9] Return the validated Action Item Forms to the CTS Coordinator within 1 working 
day. 

ERPD CTS Coordinator 
[ 101 IF a responsible manager declines ownership of an assigned action item, 

THEN repeat Steps [4] through [9] until a responsible manager accepts ownership of 
the action item. 

[ 1 11 Escalate unresolved disputed action item assignments to the Director 

Director 
[ 121 Resolve any action item ownership disputes that arise. 

1.1.1 Initiation of EQS Action Items 

Environmental Quality Support 
[ 11 Ensure that action items identified during EQS inspections, surveillances, or other 

assessments are documented on the SCMP Identification Form. 

[2] Determine the ownership of EQS action Items. 

[3] Distribute copies of the SCMP Identification Form to the responsible manager, quality 
coordinator, and the ERPD CTS coordinator. 

ERPD CTS Coordinator 
[4] Process the SCMP Identification Form in accordance with 1-PO4-SCP--16.00, 

Sitewide Commitments Management Process. 

[SI Assign a Plan Due Date of 30 calendar days after the SCMP identifier’s signature 
date. 

Responsible Manager or Designee 
[6] Complete Section 2 of the SCMP Identification Form in accordance with 

1-FW-SCMP-16.00. 

[7] Route the corrective action responses to EQS for approval befor the Plan Due Date. 
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5.1.1 Initiation of EQS Action Items (continued) I 
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Environmental Quality Support 
[8 ]  Route approved corrective action responses to the ERPD CTS Coordinator. 

ERPD CTS Coordinator 
[9] Escalate unresolved disputed action item assignments or corrective action reponses to 

the Director. 

Director 
[ 101 Resolve any action item ownership or corrective action response disputes that arise. 

5.2 

ERPD CTS Coordinator 
[ 1 ] Ensure entry of action item information into the PATS and DPATS. 

[2] Provide action item updates to PATS, as required. 

[3] Prepare and distribute a weekly status report to the following individuals: 
Director 
Affected managers 
Department personnel 

Responsible Manager or Designee 
[4] Provide status updates of commitments listed in the weekly status report. 

[5] Route the original status revision forms to the ERPD CTS Coordinator, as required. 

[6] Issue originals of all Action Plans to the ERPD CTS Coordinator for transmittal to 
PATS. 
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6 .  RECORDS 

Management of all records is consistent with 1 -77OOO-RM-001, Records Management 
Guidance for Records Sources. 

ERPD CTS Coordinator 
[ 1 ] Ensure that the original and one copy of the following nonquality-related records, as 

appropriate, are transmitted to the ERPD Project File Center in accordance with 
2-G 18-ER-ADM- 17.01, Records Capture and Transmittal: 

Weekly status reports. 

7 .  

I 

G: 

1 

Submission of record copies to the ERPD Project File Center satisfies Administrative 
Records requirements in accordance with 2-S65-ER-ADM- 17.02, Administrative Records 
Document Identification and Transmittal. 

REFERENCES 

1-1 1000-ADM-003, Correspondence Control Program 

1 -77000-RM-OOl , Records Management Guidance for Records Sources 

1 -F74-ADM- 16.17, Deficient Condition Report and Cdrrective Action System 

l-PO4-SCMP- 16.00, Sitewide Commitments Management Process 

2-G 18-ER-ADM- 17.01, Records Capture and Transmittal 

2-G23-ER-ADM-18.05, Environmental Restoration Management Self Evaluation 

2-S65-ER-ADM-17.02, Administrative Records Document Identification and Transmittal 
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